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ABSTRACT 



In order to provide specific planning assistance, this paper 
describes three major components of a learning resources program: (1) the 

library or traditional print materials component; (2) the learning center 
component, which is an innovative learning environment offering 
individualized and conventional classroom instruction and/or non- traditional 
instruction directly to the students; and (3) the media services component, 
which includes audio-visual and/or non-book materials and includes the 
production and acquisition of instructional materials and the installation 
and operation of audio-visual equipment and materials. In all three 
components, instructional development for faculty and staff is imperative, as 
are facility design and types of instructional programs offered. The report 
uses total college enrollment, as opposed to day-graded or full-time 
equivalent, as its most important unit of measurement. Two appended articles 
discuss guidelines and quantitative standards, and a glossary of terms is 
included. (AS) 
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FORWARD 



The purpose of the Learning Resources Association of California 
Community Colleges (LRACCC) is to combine and coordinate the 
efforts of various groups in the state which support community 
colleges in the improvement of learning. LRACCC represents a cross 
section of library, media, computer, telecommunications, and 
tutorial organizations. LRACCC is also active int he development 
and application of improved standards as they relate to personnel, 
services, activities, programs, materials, equipment, and 
facilities in learning resources centers throughout the California 
community colleges. 

On behalf of the Board of Directors of the Learning Resources 
Association of California Community Colleges, we wish to 
acknowledge the efforts of Marjorie Knapp, Chairperson of the 
Guidelines Committee, and special thanks to the Committee and the 
scores of individuals throughout the state who provided input 
concerning the content of this document. 

The LRACCC Board hopes that the California community colleges find 
these guidelines useful in planning for personnel and materials in 
the learning resources center. 

Donald 6. Klrkorian, Ph.D. 

Executive Director 



September 1980, First Printing 
March 1983, Second Printing 
March 1984, Third Printing 
July 1984 , Fourth Printing 



April 1986, Fifth Printing 
April 1988, Sixth Printing 
February 1989, Seventh Printing 
February 1990, Eighth Printing 



MCMBCR ORGANIZATIONS: 



• California Library; Association — Community College Librarian's Chapter 

• Community College Media Association 

• Northern California Community College Computer Consortium 

• Northern California Telecommunications Consortium 

• San Diego and Irriperial Counties Community Colleges Learning Resources Cooperative 

- — I California Consortium 

I^Q 1 a Community College Chancellor's Office (Ex-Officio Member) 
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PERSONNEL AND MATERIALS GUIDELINES 
FOR LEARNING RESOURCES PROGRAMS OF 
CALIFORNIA COMMUNITY COLLEGES 

JUNE 1980 

In June, 1979, an ad hoc committee of the Learning 
Resources Association of California Community Colleges was 
appointed to develop quantitative recommendations for guide- 
lines concerning staff and materials for learning resources 
programs in California Community Colleges. These recommenda- 
tions are intended as a complement to The Facilities Guidelines 
for Learning Resources Centers, LRACCC , April, 1978. 

The committee took as its starting point a draft document 
prepared by an ad hoc sub-committee of the American Library 
Association: "Draft Statement on Quantitative Standards for 

Two Year Learning Resources Programs," College and Research 
Libraries News , No. 3., March, 1979 (adopted with changes at 
the annual ALA conference in Dallas, June 26, 1979, see Appen- 
dix) . 

The recommendations which follow represent an attempt to 
deal with the three major components of a total learning re- 
sources program in order to provide more specific assistance 
for use in planning. These three components are: (1) the 

Library or traditional print materials component; (2) the 
Learning Center component (sometimes called Learning Assistance 
Center, Learning Laboratory, etc.), an innovative learning 
environment offering individualized as well as conventional 
classroom instruction and/or non- traditional instruction directly 
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to students; (3) the Media Services component which includes 
services as they apply to audio-visual and/or non-book materials 
and includes the production and acquisition of instructional 
materials and the installation, distribution, operation and 
maintenance of audio-visual equipment and materials. In all 
three components, a fundamental responsibility is that of 
instructional development for faculty and staff. At any indi- 
vidual college there may be a greater or lesser degree of 
overlapping and/or integrating of these three components depend- 
ing upon facilities, programs offered and administrative organ- 
ization. 

As its most important unit of measurement, the committee 
has used total college enrollment , rather than either of the 
"yardsticks," DGS (Day-Graded Students) or FTE (Full-Time 
Equivalent), used in the two previously-mentioned documents. 

The rationale for this variation stems from the steady increase 
in the number of part-time students in California community 
colleges. Each of these students, regardless of the number 
of units for which he/she enrolls, is urged to make full use 
of the learning resources facilities and services at his/her 
institution. Futhermore, because of individual needs, these 
students often place even greater demands on learning resources 
programs than do full-time, traditional students. 

Two additional factors, (1) design of facility, and (2) 
types of instructional programs offered, necessarily affect 
quantitative standards. Hence, the standards herein are intended 
not as absolute dicta, but as guidelines only. The committee 
has tried to balance the ideal with the practical. 
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For a glossary of terms used in this document and for 
complete qualitative standards, see the 1972 Guidelines for 
Two-Year College Learning Resources Programs ,^ in the appendix 
of this publication. 

STAFF 

Staff components are defined in the ALA Guidelines . 

Staffing of branches, extension centers, commercial level pro- 
duction facilities, computer operations, printing services, 
extensive learning or developmental laboratories, bookstore 
operations, or on-the-air broadcasting are not included in the 
table. 

The size of the college will determine whether or not 
there will be a separate adminstrative head for one or more 
of the following three components. 

"The chief administrator of the Learning Resources Program 
is selected on the basis of acquired competencies which relate 
to the purpose of the program, educational achievement, admin- 
istrative ability, community and scholarly interests, professional 
activities, and service orientations. He has a management 
responsibility and is concerned and involved in the entire 
educational program of the institution as well as with the opera- 
tion of the Learning Resources Program. He is professionally 
knowledgeable about all types of materials and services and is 

1. American Association of Community and Junior Colleges- - 

Association for Educational Communications and Technology- - 
American Library Association. "Guidelines for Two-Year 
College Learning Resources Programs." Audiovisual Instruction , 
XVIII, p. 50-61 (Jan. 1973). College § Research Libraries 
News . XXXIII, p. 304-15 (Dec. 1972). 
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capable of management of instructional development functions. 
Because the ultimate success of a Learning Resources Program 
is to a large extent dependent upon the ability of the admin- 
istrative head to perform his multiple duties effectively, 

the recruitment and selection of the administrative head is 

2 

of paramount importance." 

In the Library or traditional print materials component 
the staff should consist of: an administrative head with a 

librarian's credential (where size so indicates), credentialed 
librarians with expertise in library materials selecting, cata- 
loging and classifying, in reference and public services and in 
instruction at the college level; library /media technical 
assistants and clerical staff to support the professional 
staff; and student assistants. 

In the Learning Center component, the staff should consist 
of: a credentialed administrative head (where size so indicates), 

credentialed instructors and some or all of the following = 
counselors, psychologists, tutors, clinician, instructional 
aids, librarians, media technicians, library /media technicians, 
clerical staff and student assistants. 

A learning assistance program may include some or all of 
the follovdng = learning disabilities, speech therapy, basic 
skills instruction, study skills, reading/writing labs, testing 
centers, content tutorial centers, and EOPS. 



Ibid. , p . 311 
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In the Media (audio-visual) component, the staff should 
consist of: a credentialed administrative head (where size 

so indicates), and some or all of the following: credentialed 

instructors, media specialists, graphics artists, photograpers , 
media technicians, electronics technicians, library/media tech- 
nical assistants, clerical staff and student assistants. 

There should be a credentialed librarian responsible for 
organizing, cataloging, classifying and maintaining all learn- 
ing resources materials and a central catalog of all materials 
available to faculty and students. 

There should be a credentialed employee on duty in each 
of the components during all the hours that each of the com- 
ponents is open for service. 

The following table does not include students assistants 
who are essential for good service. 



TABLE 1 

STAFF (FTE; for essential services only) 



TOTAL COLLEGE Library Learning Center Media Services Totals 



ENROLLMENT 


Cert. * 


Class. * 


Cert. 


Class . 


Cert. 


Class. 


Cert . 


Class. 


Under 1,000 


1 


2 


1 


2 


1 


2 


3 


6 


1,000-4,999 


2 


3 


1 


2 


1 


2 


4 


7 


5,000-9,999 


4 


6 


2 


3 


2 


4 


8 


13 


10,000-14,999 


6 


9 


3 


5 


3 


5 


12 


19 


15,000-19,999 


7 


10 


4 


6 


4 


6 


15 


22 


20,000-25,000 


8 


12 


5 


8 


4 


8 


17 


28 



*Cert . =Certif icated ; Class . =Class i f ied 
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COLLECTION SIZE 

Size of the collection available on any two-year college 
campus necessarily is dependent on a number of factors, but 
primary ones are the number of students enrolled and the number 
and variety of instructional programs offered, and the regional 
role of the college's learning resources program. Materials 
available to the students and faculty should consist of a 
variety of print and non-print materials. All items should 
be centrally and professionally catalogued. 

If the materials are to meet the instructional needs of 
the institution served, continued acquisitions accompanied by 
effective collections management are needed even where holdings 
exceed recommendations. Up-to-date materials are needed for 
presentation of new information and new interpretations or the 
collection becomes dated and thus fails to support the curricular 
needs of the college. New courses added to the curriculum and 
new instructional programs require new materials to meet class- 
room and individual needs of students. As enrollment increases 
there is need for more duplication of titles and for broader 
approaches to topics already represented in the collection. 
Computer programs and access to data bases for information 
retrieval are increasingly important as part of learning re- 
sources programs. 

Five percent of the collection size should be the minimum 
annual acquisition for each learning resources program. Addi- 
tional funds should be provided for replacements of lost or 
stolen items, and for materials to support new courses and 
curricula. 
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Each item in the following materials list is considered 
a single unit for determining collection size. 

1 . One book 

2. One periodical subscription 

3. One pamphlet 

4. One microform - any type 

one book title represented by a microform 
one periodical title represented by a microform 
one physical unit of microform 

5. One audiovisual title of any of the following: 

audio recording, motion picture, filmstrips, slide, 
overhead transparency, video program, mixed media 

6. All other library materials - one title: (flat picture, 

study print set, map, chart, realia, game, etc.) 



TABLE II 

COLLECTION SIZE (for essential services only) 



TOTAL COLLEGE 
ENROLLMENT 


Books 


Periodical 

Subscriptions 


Pamphlets 


Microforms 


Motion Picture 
§ Videotapes* 


Other Audio 
and/or Visual 
Materials 


TOTALS 


Under 1,000 


20,000 


200 


1,000 


2,000 


100 


5,000 


28,300 


1,000-4,999 


40,000 


400 


5,000 


4,000 


500 


20,000 


69,900 


5,000-9,999 


60,000 


500 


10,000 


6,000 


1,000 


40,000 


117,500 


10,000-14,999 


80,000 


600 


15,000 


8,000 


1,500 


60,000 


165,100 


15,000-19,999 


100,000 


700 


20,000 


10,000 


2,000 


80,000 


212,700 


20,000-25,000 


120,000 


800 


25,000 


12,000 


2,500 


100,000 


260,300 



* The numbers in this column may vary according to film rental policy at the individual 
college or if the college belongs to a film consortium. 



BUDGET 

liudgetLng by lixcd roriiiulas in :i sense is not possil)le 
for learning resources programs in California's two-year 
colleges because of wide variances in practice from institution 
to institution. For example, film rentals may or may not be 
departmental budgets, consortia may or may not be utilized, 
and staff fringe benefits may or may not be included in the 
budget for the learning resources programs. In addition to 
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these, various other services normally a part of learning 
resources programs, such as learning or developmental labora- 
tories, will not always be so charged in the institutional 
budgets . 

The formulas are further complicated where there are 
centralized services, satellite operations, and continuing 
education responsibilities, so that an absolute formula is not 
possible without examining at each campus all elements of 
staff, materials, services, and the delineations listed in 
III C of the 1972 ALA Guidelines . Budget allowance should 
reflect inflationary costs which have been especially high in 
library books, periodical subscriptions, and other learning 
materials . 

Experience indicates that a fully developed learning 
resources program will usually require from 7 to 12 percent of 
the operational budget of the institution, whether these are 
separately identified as learning resources or diffused in a 
multiple number of accounts. 



O 

ERIC 
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Guidelines for Two-Year College 
Learning Resources Programs* 



Approved by the ACHL Board of Directors on 
June 30. 1981. These f^uidclines supersede and 
replace the previous guidelines which appeared in 
C&RL News, December 1972. 

Associatiun of College and 
Research Libraries 

Ass(xriution for F.diicatiunal Communications 
and Technology 

TwO'Year College. Includes publicly*$upported 
community colleges, privately-supported junior 
colleges. two>year technical colleges, and two- 
year brunch campuses. 

Learning Resources. Includes library, audio-visual 
and tclcef>m muni cut ions and encompasses instnic- 
tiunal development runetions and instructiunul 
system compunents. (Set* Glossary for expanded 
defiiiitiuns.) 

Introduction . Two-year colleges constitute une 
of the most tlynumie st'ctors in Ainericun higher 
edui'utiun. Tl>e\' are piohaliiy the must diverse of 
all postse(.*on Jury institutions in the country, 
ranging fn»m highly speeiali/.ed technical ur vtK'u- 
liunal schools to comprehensive multi-unit com- 
munity colleges. In addition, there ure two-ycur 
branch campuses of colleges und universities, 
pruphetury institutions with similar missions, und 
uther specialized institutions. A statement <!c- 
scrihing ade(|uute learning resources and service.s 
has been diflicnlt to formulate for such institu- 
tions irecuuse of factors sucli as the widely diver- 
sified piir|x>ses and sizes of the institutions — pri- 
vate ami public, the high pro[H)rtion of ctiminut- 
ing students, the eom])rchensiv<‘iiess of the curri- 
cula. the willingness of adininistiators and faculty 
to c.xperiineut unham|u*r<*d by tradition, and tlu' 
heterugeueity of background among those enrol* 
led. Although tlnr <liv«fisity among the institution* 
al palt'*rns makes the t*stablishnient of generally 
app' cabh' giiid<'Iin<*\ difficult, all two-year in- 
stitutions need (|iialitativc reciunmendations 
based on pruics\ional cxpcitise and snceesNfol 
prarti es in leading institutions which can bc 
used for Nelf-cvahiation and projective planning. 

The evolution ol libraries away fnmi their tradi- 
tional function us icposilohcs of books has been 



parallel to the evolution uf audiovisual centers 
away from their traditional function as agencies 
for showing films. There has been a confluence of 
accelerated development in both areas which is 
inextricably interwoven m the technological revo- 
lution in education. Contemporary Learning Re- 
sources Programs in two-year colleges are sup- 
portive of institutiun-widc clTorts. Such programs 
should provide innovative leadership coupled 
with a multiplicity of varied resources which are 
managed by qualified staff who serve to facilitate 
the attainment of institutional objectives. 
Paramount tu the succi*ss uf such programs is the 
involvement uf Learning Resources staff with 
teaching, administrative, and other staff members 
in the design, implementatiun. and evaluation of 
instructional and educational systems of the in- 
stitution. 

Th esc gui<leliuc*s arc* diagnostic and descriptive 
in nature. They have hern prepared to give di- 
rection to two-y< • .'dlcgr*: desiring tu devclup 
comprehensive Learning Resources Programs. 
This d(K.'umeiU is designed to provide criteria for 
infurmation, self-study, and planning, not tu es- 
tablish minimal (or accredit at ion) standards. Ap- 
plication of the Criteria should he guverned by 
the purposes and objectives uf each college. Since 
they repR'sent recommended practices, any var- 
iant procedures should l>e supportcnl by cogent 
reasons directly related to institutional objectives. 

Nothing in these guidelines should be con- 
strued as an effort to su|K*rimpo.se an administra- 
tive or organizational structure upon an institu- 
tion. Tlicrc* is no expectation that every institu- 
tion should be forced into the same mold. The 
guidelines are more concerned with functions re- 
lated tu the instructional program rather than 
with specific organizatiunal patterns. Although it 
i:; cx|>ect{rd that these fuiictiuns will be gruu(>ed 
into administrative (ur supervisory) units within 
the* La*uming Kcsoiirc'es Program, the nature uf 
grou])ing and the resulting number ol units niiist 
be tletennincd by the imiipje rerpiircmems. re- 
sources. facilities, and staff of tlu* college. The 
degn e of autonomy granted cadi unit will also 
vary* consitleiably. In some in.stitutions. perhaps 
because iil size, the units may be fairly task 
specific, with supervisory (rather than administra- 
tive) lu'ads. and with lillle budgetary* antoiuimy. 



*Association of College and Research Libraries, 1982 
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Examplfs of such nnits include: an atjdio-tiaorial 
lal)ora(ory. a liiMioiCrapliic c<»ntrol center: media 
prwliii tifin. ticluiicaJ prcKCsses. etc. In other in- 
stitutions. each unit may subsume a nuinln'r of 
related activities, or carry out direct instnictioual 
assi^mnents of a broad setipe, and have an admin- 
istrativi* head and a hi|£h decree of hndf^etary au- 
tonomy. Examples ol siu-h units ineinde: an au- 
dios isoal center; a Lt)riipotioK <*« nter; a lihrar>\ a 
telecommnnicatirios center; etc. In all institu- 
tions. however, the units report to a chief ad- 
ministrator resptmsible for ctverall (t)t>rdination of 
th«' (.a^.inhof; Kesoiirces Prc)gracn The extent of 
direct supervision of the units will he determined 
by tin- nature of the units and the degree of au- 
tonomy granted them. 

Many aspects of traditional library and au- 
diovisual services in the two-year college and the 
iiitegratiim of these services have not been 
studied adecpiately lor lung-raoge projectiem of 
needs. Until such studies base been made these 
guidelines may serve as the foundations for re- 
search and for experimentation in organisation, 
structure, and services. 

The changing and expanding role of two-year 
ct>lleges in America today may well result in in- 
stitutions cpiite different from those in operation 
at the present time. These guidelines, therefore, 
may reejuire significant upward revision when 
such institutions reach a new stage in their de- 
xclopnient. At that point, they may well need 
greater resources and greatly extended sen'ires. 
All concerned should he alert to this coming chal- 
lenge. 

Tiik Roi.k ok TItK. LfciAitM.se; Rksoi rcks 

PlUM.ItASI 

Mauy eliverse elements contribute to the (qual- 
ity of instruction as it contributes to the de- 
veinpnient rif two-year college students. No one 
of these is <iommnnt or isolated from the others. 
Faculty, students, finances, teaching methods, 
facilities, rc'sources, and educational philosophy 
all play significant roles in the educational envi- 
ronment of the institution. 

Education is more than exposure through lec- 
tures and cote learning to the knoxstedge. ideas, 
and \. lines current in siK-ietx . Kdneation is a pro- 
tt*ss for commnnicating means for resolving the 
range of prohleins continuously encxiiuitered by 
man in living and in pursuing an oenipation. 
Students must bi* able to explore fields of knowl- 
edge wbich xvill enhance their potential and he 
relexaiit to them. The means of exploration in- 
clude actixe participation in the classroom and 
tile iaboratorx’. self-directed study, and the use of 
iiidixidtiali/ed iiistnictninal resources. Trained 
professional assistance is nceessary in the design 
of instnictioual systimis xxhicli contribute to the 
enhebment of the learning eiix iroiiiiieiit as well 
as to tiu* siipiMirt of students and facnltx . Tlit‘ de- 
sign ut the instructional system, iitili/ing a 



xxinfigiiration of resources, is a joint responsibility 
of administration, teaching facility, and the 
l>earning Kesonrees staff. 

The students success in achieving instructional 
ohjectixes is heavily dependent on access to ma- 
terials. Both student and faculty member function 
at their best when Learning Resources Programs 
arc adequately c'onceived, staffeci, and financed. 
Monf than almost any other element in tfie in- 
.stitiition. Learning Resonrc'es Programs express 
the cducatiooal philosophy of the in.stitiition they 
serve. 

Because of its direct relationship to the institu- 
tional and instructional objectives, the Learning 
Resources Program has a fourfold role: (1) to pro- 
vide leadership and assistance in the develop- 
ment of instructional systems which employ effec- 
tive and efficient means of acc-omplishing those 
objectives; (2) to provide an organized and readily 
accessible collection of materials and supportive 
equipment needed to meet institutional, instruc- 
tional, and individual needs of students and fac- 
ulty; (3) to provide a staff (pialified, concerned, 
and involved in serving the need.s of students, 
facultx’. and community; (4j to encourage innova- 
tion, learning, and ct)mmunity servic*e by provid- 
ing facilities and resources which will make them 
possible. 

Glossary 

'1'he terms listed below are used throughout 
these guidelines as defined. 

Tuo-i/ear college. Any postsccxindary associate 
degree-granting public or private educational in- 
stitution xvhicb serves one or more of the follow- 
ing purposes: (0 providing the first two years of 
college xvork in antieip v of trimsfer to another 
institution at tfie junior or third-year level; (2) 
providing vocational and technical education in 
preparation for Job entr>’; (.3) ode ring a compre- 
hensive program of liberal arts, occupational edu- 
cation. general education, and developmental 
education; (4) offering readily-accessible lifelong 
leaniing opportunities of all types; and (5) provid- 
ing, through branches or extension centers of 
four-ye.ir colleges or universities, the first two 
years nl postseeondary education. Tims the term 
"two-year college ’ inelmles piiblicly-siipported 
cimiinniiity colleges, privately-supported junior 
colleges, txvo-year technical colleges, and twiv 
year branch <'ampiises. 

lA'itnthni Resiturers Program. An administra- 
tive (onfigiiration svithin the institution responsi- 
ble for the supervision and management of Learn- 
ing Hesniirces L'nits, regardless of the l(M-atton of 
these cninpnnents xvitliiii the various physical en- 
vironments nl the institution. 

Li’amiug Rrvuurcev I 'riif. A sulmrdiuate agency 
xxithin the Learning Resnnrci’S Program suf- 
ficiently large to ac(|uire nrgaiii/atinnal i<lentifiea- 
tioii as distinet from iinlix idiial assignment and 
xx-ith an administralive nr Mi|K‘rxisnry head, and 
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which may have its own faiilitles, staff, and 
budget. How many of these units would make up 
the Learning Resources Program, and the func- 
tions assign^ to eadi. will vary from institution 
to institution. 

fnstrucdonaf deirhpmrnt /unctions. The solu- 
tion of instructional problems through the design 
and application of instructional system compo- 
nents. 

Instructional system components. All of the re- 
sources which can be designed, utilized, and 
combined in a systematic manner with the Intent 
of achieving learning. These components include: 
persons, machines, facilities, ideas, materials, 
procedures, and management. 

fnitructionof product design. The process of 
creating and/or identifying the most effective ma- 
terials to meet the spcciRc objectives of the learn- 
ing experience as defined by instructional de- 
velopment. 

Production. The design and preparation of ma- 
terials for institutional and instructional use. Pro- 
duction activities may include graphics, photo- 
graphy, cinematography, atidio and video record* 
ing. and preparation of printed materials. 

Staff. The personnel who perform Learning 
Resources Program functions. These persons have 
a variety of abilities and a range of educational 
backgrounds. They include professional and sup- 
portive staff. 

Professional staff. Personnel who carry on re- 
sponsibilities requiring professional training at the 
graduate level and experience appropriate to the 
assigned responsibilities. 

Supportive staff. Personnel who assist profes- 
sional staff members in duties requiring specific 
skills and special abilities. Tlicy make it possible 
for the professional st;iff to concentrate their time 
on professional services and activities. Their train- 
ing may range from four-year degrees and two- 
year degrees to a one-year certificate, or exten- 
sive training and experience in a given area or 
skill. 

System! s) approach. A process for effectively 
and efficiently applying the instructional systems 
component to achieve a rec|uired outcome based 
on agreed-upon institutional goals. 

Afoteriafr. Divided into three categories: writ- 
ten. ivcorded, and other materials (see below). 

WVirien materials. All literary, dramatic, and 
musical materials or works, and all other mate- 
rials or works, published or unpublished, 
copyrighted and copyrightable at any time under 
the Federal Copyright Act as now existing or 
hereafter amended or supplemented In whatever 
format. 

Recorded materiuls. All sound, visual, au- 
diovisual. films or tapes, videotapes, kinescopes 
or other recordings or transcriptions, published 
or unpublished, copyrighted or copyrightable at 
any time under the Federal Copyright Act as now 
existing or hereafter amended or supplemented. 



Other material. All types of pictures, photo- 
graphs. maps, charts, glulM*s. imidels. kits, ait ob- 
jects, realia. dioramas, and displays. 

I. Objlc.tivks and Purposes 

A. The college mukes provision for u Learning 

Resources Program. 

Hie kinds of educational programs offered at 
nearly every two-year college require that 
adequate provisions be made for a Learning Re- 
sources Program, which should be an integral 
part of each institution. Learning Resources Pro- 
grams should efficiently meet the needs of the 
students and faculty and be organized and man- 
aged for users. The effect of combining all learn- 
ing resources programs under one administrative 
office provides for the maximum flexibility, op- 
timum use of personnel, material. e<|uipment, 
facilities, and systems to |>ennit increased oppor* 
tunitics for the materials best suited for the user s 
needs. 

B. Leorning Resources Programs have a state- 

ment of defined purpose and objectives. 

The need for clear definition of the role and 
purpusers of the college and its various programs 
is highly desirable. Since Learning Resources 
Programs are a vital part, the objectives within 
the college they serve need to be defined and 
disseminated in an appropriate college publica- 
tion. Within this framework, the following overall 
purposes of the Learning Resources Program are 
delineated: 

1. />*urfitng Resources Programs exist to facili- 
tate and improve learning. 

The emphasis is upon the improvement of the 
individual student, with a wide choice of mate- 
rials to facilitate Ic. Such emphasis requires 

a staff C'ommillcd to etiective management of in- 
structional development functions and effective 
utilization of instructional system components. 

2. Learning Resources Programs, like the in- 
structional staff, are an integral pari of tn- 
structwn. 

Students who discover by themselves, or who 
are eniouraged by the staff or faculty to seek out. 
the materials appropriate to their curriculum se- 
quence of courses should l>e provided options to 
regular classroom instruction to achieve credit for 
a particular course. Such alternatives should be 
developed and mode available to the students. 
The staff provides information on new materials, 
acquires them, or produces them, working 
cooperatively with the fisculty on instructional de- 
velopment. 

3. Leornifig Resources Prograau provide a va- 
riety of services as an integral pari of the in- 
si rucffoiui/ process. 

a. Instructional development functions, 
which include task analysis, instructional design, 
evaluation, and related research. 

h. Ac<iuisition of learning materials, includ- 
ing cataloging and other related services. 



16 



BEST COPY AVAILABLE 



('. PnNliidion. 

fl. User ifrvicts wliicli Jncliidc reference, 
circiilutinn (print and iinnprint material), Irans- 
missinn or disseminatinn. and assistance to both 
faculty and students with the use of Learning Re- 
sources. 

e. Other services, such as the computer op- 
eration. l)ool(Store. campus duplicating or print- 
ing service, the learning or developmental lab. 
various auto-tutorial carrels or lahs, telci'ommuni- 
eations. or other information networks might be 
included within the fiiiiciions and purposes of the 
college’s overall nrgani/atiun and objectives. 

4. Learning Resources Programs cooperate in 
the development of area, regional, and state 
nettvorks, consortia or systems. 

Every twn-year cnilegc. whether privately or 
publicly supported, has a responsibility to help 
meet the resource material need of the larger 
community in which it resides. Attention is 
placed on ways in which each college can serve 
that community; in turn, the community serves 
as a reservoir of material and human resources 
which can he used by the csrilcge. 

If the internal needs of the college and its stu- 
dents and staff are met, then coordination of its 
resources and services with lht»se of other institu- 
tions to meet wider needs is mandatory. Recip- 
mcal participation in consortia with other institu- 
tions for the development of exchanges, net- 
works. or systems provides the Colleges with ma- 
terials and sersices that otherwise cnuld not prac- 
tically I'M* provided. 

11. OlU;ANt/.ATU)N AND ADMIMSIHA'I KlN 

A. The rrspiinsihilities and funvtitms of Learning 
Resources Program.? within the institutiomd 
structure and the status of the chief adminis- 
trator and heads of Learning Resources Units 
are clearly defined. 

'Phe effectiveoess uf services provided depends 
nn the understanding by faculty, college adminis- 
trators. .sttidents. and [.earning Resources staff nf 
their responsibilities and functions as they relate 
tn the iiistitutiun. A written ‘statement, endursed 
by the iiistitiitiun s trustees nr other pnlicy-setling 
group, should he readily available. 

To function adetpiately, the chief administrator 
of a I^earning Resources Program (whose title 
may var>' in different institutions) reports to the 
administrative ofBecr uf the college responsible 
for the in.structinnal program and has the same 
administrative rank and status as uthers with simi- 
lar institution-wide responsibilities. These re* 
sponsibilities are delineated us part nf a written 
statement su that the chief administrator has 
adequate authority to miimtge the internal o|iera- 
tions and tn provide the ser\‘kt.*6 needed. 

B. The relationship of a Learning Resources 
Program to the total academic program iiecc.sai- 
tales involvement of the professional staff In all 
areas and levels of academic p/dnning. 



Provision uf learning materials is c'entral to the 
aeadeniie pnigroin. As a result, the professinnal 
stnlf has interests which arc broad and go lieyund 
the scope nf its dayto-day operations. The pro- 
fessiunaJ staff members arc involved in all areas 
and levels of academic planning. The chief ad- 
ministrator and heads of Learning Resources 
Units work closely with other chief administrators 
nf the college, and all professional staff meml)ers 
participate in faoilty affairs to the same extent as 
uther faculty. 

The pnifessional stalf members arc involved in 
major college committees. As far as possible, the 
professional staff memhers ought to function as 
liaisnn participants in staff meetings of the various 
departments. 

C. Advisory commit fees composed of faculty and 
students are essential for the eor//(iafion and ex- 
tension of services. 

As a rplc. there should he a faculty advisory 
committee appointed by the appropriate adminis- 
trative ofTicvr of the mllegc, elected by the fac- 
ulty. or selected hy the pn>ced\ire generally fol- 
lowed in the formation of a faculty lommittec. It 
should include representatives of the various 
academic divisions of the college and consist of 
Imth senior and juninr members uf the faculty, 
chosen carefully fur their denion.strutc^ interest 
beyond their uwn departmental concerns. The 
committee functions in an advisory capacity and 
arts as a uninceling link Im’Iwcch the faculty as a 
whole and the Ix-arning Resources Program. It 
should nut concern it.self with details of adminis- 
Initinn. 

A student advisory committee (or a joint advi- 
sory eominittee with the faculty) serves us a 
liai.son between the; student liody and the Learn- 
ing Resources Progri T!ie committee should 

wnrk closely with the chief administrator and 
shnnid he used as a sminding Imard fnr new ideas 
in developing a more effective program of ser- 
vices. 

D. The chief o(/mini.Yfrafor is responsilde for the 
administration of the Ij'arning Resources Pro- 
gram. which is carried out hy mtfans of estab- 
lished lines of authority, definition of re.spon- 
sihiliiies, and r/iaririe/s of communication 
through heath of l.x’arning Resources Units as 
defined in writing. 

E. Internal administration of a learning Re- 
sources Prtigram is based on staff participation 
in policy, procedural, and personnel decisions. 
The internal organi/ation is appropriate tn the 

inslitntiim, and within this framework is bused 
upon a eonsiderahle ummmt nf self-determina- 
tion, giiidetl hy the need fi»r meeting common 
goals. Regular staff mec*tings and clearly devised 
lines of authority and rrsponsihility are nc(x-ssary. 
All stuff ineiidM‘rs share in the prcKrcss by which 
policies ond procedures are developed; all staff 
members have aec*ess to heads of Learning Re- 
soiirce.s Units and the chief administrator. 
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Kai^ pmfcsiional and >up|x>rtlve staff member 
Is provided will) a pnsiltot) descriplion which 
clearly tdcnlifics the position dutirs and respoo> 
sihililifs. and siipciior und sniMmllnule relation' 
ships. Kacli Ix^urning Rrsonr<s*s Unit rei|iiircs a 
stuff manual whidi provides policy and procedural 
statements, duty assignments, and other orKaniza- 
tional matters, and items of general information 
which would compliment instructional policies. 

F. Budfiet p/onning and im;drrnentotion of a 
Lrarniufi Resources Program is the responsibil- 
ity of the chief atlminist rotor. (See Section III.) 

G. The accumulation of pertinent statistics and 
maintenance of adequate records is a manage- 
ment rfSpon.\ihdi(t/. 

Adequate recurds aVe needed fnr internal 
analysis and management planning and to provide 
data fnr animal and special repnrts needed hy the 
college, accrediting assneiatiuns. and government 
agencies. Effective planning can l>e made only nn 
the basis nf available information. Statistics pro- 
viding a clear and undistnrted picture of activi- 
ties. acquisitions nf materials and equipment, 
utilization of materials, equipment and personnel, 
and annual expenditures are essential for federal, 
state, and. college use. These statistics and rec- 
ords are collectcrd in terms of the definitions and 
methods of reporting set forth in federal and pro- 
fessional publications. Appropriate data must also 
be collected and analyzed with regard to the in- 
structional programs and the effectiveness of 
Learning Resources on these programs. Data of 
this type serve as the basis for important instruc- 
tional decisions affecting the institution, faculty, 
students, and Learning Resnurces Program. 

H. Adequate manaficmcnt includes the prepara- 
tion and di.s.semination of in/ornia(imi to ad- 
ministrotion, faculty, and students concerning 
ociii'iiies. .vertices, and amtcrials. 

The close iiilerrrlalion.ship which exists with 
instructional departments on the campus de- 
mands that information about the Learning Re- 
son rers Program he readily available. An annual 
rei>ort and other planned informational repnrts 
are essential for this purpose. Among other pos- 
sible publications are bibliographies, acrpiisitiuns 
bulletins, current awareness lists, handlionks fur 
faculty and students, releases to student and 
community publications through regular itillege 
channels, campus broadcasts, and iitilizatinn nf 
other communications services which will reach 
students and faculty. 

I. Ae.vponsi/;i/i(ir.v for all learning resniirrcs and 
serx ices shtndd be assigned (o a erntraf adntin- 
isfrafit'C unit. 

Centralized administration is desirable in nrder 
to provide coordination of resources and servic*es. 
to develop system approaclu*s to needs, and to ef- 
fectively iitili/.e staff. Nlateriol and equipment, nn 
the other hand, may he located in the areas 
where learning takes place. Inventors control of 
all materials and equipment should be the re- 



si>onsibility of the lx*ainiug Resources Pnigram 
and its units. All such collections of materials 
should In* considered the resources of the entire 
(S)llcgc and not liuiited in ntili7.ation to separate 
deiNiitineuts. 

j. Multicatnpu.\ districts take odtantage of the 
opportunity for close coitpcratutn, exchange of 
resources, and shared technical processes while 
prociding full resources and services for every 
campus. 

Each campus in a multirumpus, twn-ycar col- 
lege district has its instruetinnal and individual 
needs met nn its campus. Learning Resources 
needl'd hy off-campus programs are supplied hy 
the campus sponsoring the program. There is nn 
need, however, for duplication nf routine- techni- 
cal prnecsses and production facilities where 
these ran he centralized more economically. Or- 
gani/^iltnnal structure within the district should 
facilitate cooperation and exchange of retourccf. 

111. Bidgkt 

A. Learning Resources Program budget is a func- 
tion of program planning. It is designed to im- 
plcmcnt the realization of institutional ond in- 
xtnrctionaf program object ices. 

It is the responsibility of the chief adminis- 
trator of the learning Ri sources Program to see 
that each unit of a Lf'arning Rc'sources Program 
receives due attention in the hudget and that the 
allocation of binds is based nn appropriate data. 

B. Budget planning for the Learning Resources 
program reflects the coffege-aide institutiona/ 
and instructional needs, is initiated by the chief 
administrator^ and is rbanged in consultation 
with him or her. 

Adeijualc budget essential to provide good 
services, is liascd iipuu ue net'ds and functions of 
the la*arniiig Resources Programs in support of 
the instiliiticmal and instructional process. 

C. .Separate categories ore maintained in the 
budget for salaries, student wages, purchase 
ond rental of all types of nuiterials and equip- 
ment, production of in.striietionaf materials. 
VNpp/ie.v. external and internal direct costs 
(cttmputvr, fringe benefits, etc . ). repairs, re- 
plorement and new evuipmcnt, trae.rl of staff 
to professional meetings, and other related 
items. 

Koi' managc-inent purposes, costs relating tn the 
various t\iK*s of materials and services arc sepa- 
rately idenlifiahle. Where spec'ialized facilities 
and fiiiutioiis are a part of the Learning Rc- 
soiircrs Program, it is desirable that isist for these 
l)e idirntifiahle as well. 

D. finaneial reeords ore nutintained by, or are 
acfTStiWr to. the Learning Resources (.'nitv. 
Costs analyses and financial planning are 

dependent n|)on the adequacy of records, with 
sufficient iulditional information to enable eom- 
prehensise planning and effective iitilizatinn of all 
funds asailahle. These records arc nnt ncecfsarily 
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thr same records as are needed in the huAiness 
offiee. 

E. All exftenditures, other than payroll, are ini- 
tiatrd in the Learnina Besources Vnito with 
payment made only on innttice.% verified for 
payment by the staff. 

Purchases are initiated by the staff thruiiKh 
preparation of purchase order oi rcqiiisiUon. In- 
stitutional business operations reepnre approval of 
all invoices by the operating departments. 

F, To the legal extent possible and within the 
policies of the Board of Trustees, purchases of 
materials are exempted from restrictive annual 
bidding. 

Materials often are unique items obtainable 
from a single source. Equivalent prices and 
speedier service often can be obtained by direct 
access to the publisher of manufacturer rather 
than through a single vendor. Satisfactory’ service 
requires prompt delivery so that the needs which 
determined their acquisition might he met; a 
larger discount might justifiably he rejectc-d if it 
entails a delay in filling the order. Satisfactory 
service rendered by a vendor in the past may 
more than outweigh the confusion and interrup- 
tion «»f service inherent in frequent changes of 
vendors through annual bidding requirements for 
learning materials. 

C. Purchase of materials is based on curricular 
rrguirements and other factors, and thus tnade 
throughout the year rather than annually or 
semiannually. 

Expenditures are based on need, availability 
and practical considerations such as processing 
time, rather than through fixed sequences which 
inhibit the functinns r»f the unit. 

H, Learning Besources Program rtptipment is 
purchased through a .u/.strms approach. 

The purchase of any Lt'aming Resources Pro- 
gram cijuipment. like all fnnetions of the L<‘arn- 
ing Resources Program, should be carried out 
t^h rough a system.s approach based on well- 
defined institutional and instructional objectives. 

I. Development of performance specifications for 
Zooming Resources Program etptipment to be 
purchased for implementation of instruction is 
based on valid criteria. 

Performance (piaJity. effective design, ease of 
operation, cost, portability, c-ost of maintenanc’e 
and repair, and avaitahlc* service* are among the 
criteria which should he applied to eipiipment 
selection. 

Most important, however, is how the item or 
items will fit into planning for maintenance and 
imprmeincnt ol corricninin progranuniug as set 
forth in contimimis insiriu lional design plans. Re- 
sponsibility for evaluating, selecting and rec-om- 
mending purchase nf equipment i.<t that of the 
Learning Resources staff. 

j- Cooperative purehasing of materials, rqnip- 
Mirn/. parts, and sen urs shotdd he effected 
icherr possible. 

In an effort to secure the hj'st materials, 
e«|iiipinent. parts, and services at the lowest cost, 
cooperative purchasing should he developed with 
other area institutions. 



IV. iNSiHrc.TIO.VAi. Sysi em Co.mfonents 
A. Staff 

1. The chief admini.tirafor of the Learning Rr- 
snutrrs Program is selected on the basis of 
actfuirrd competencies which relate to the 
pur po.se s of the pntgram. rtlucativnal 
cn.7iiri rmrnf. ar/minufraf ii'C ability, commu- 
nity and schtdarly interests. pro/r.t.tion«f or- 
/irtfirs, and .servin' orientation. 

The chi(‘f administrator has a management re- 
sponsibility and is eonccmc'd and involved in ihc; 
entire educational program of the institution as 
well as with the operation of the Learning Re- 
sources Program. The chief administrator is pro- 
fessionally knowledgeable about all types of mate- 
rials and services and is c’apahic of management 
of instructional development functions. Because 
the ultimate success of a Learning Resources 
Program is to a large extent dependent upon the 
ability of the chief administrator to perform mul- 
tiple duties effectively, a comprehensive recruit- 
ment and selection prcK'ess is of parnnioiint im- 
portance. 

2. The admini.Ktrative (or supen isory) heads of 
the separate Learning Resources Vnit.s are 
.selected on the hu.\i.\ of their expertise rn ami 
knowledge of the function and role of the 
particular lA.‘arning Resources Unit which 
they will manage and to which they will give 
leadership. 

3. A well-qualified, expenrnred staff is avait- 
ahlc in sufficient nuudfcrs and areas of t;w*- 
cialization to carry out adiuptatrly the pur- 
ptt.scs and objectives of the Lrorning Rr- 
ifMircrs Prttgram. 

Depending upon the si/.(* and programs of the 
institution, the houi.. t'lU'ralcd. the physical 
facilities, and the scope and nature ttf the $ervic*es 
performed, the niimljer and specialirations of pro- 
fessional and supportive staff will vary from one 
institution to another. 

4. All pcr.sonnel are considered for employment 
following procedures as established by the 
institution. 

The effectiveness of a Learning Resources Pro- 
gram is determined by the performance of the 
staff. It is essential, therefore, that all per- 
sonnel — profe.s.s tonal and sup|>ort staff — he rec- 
ommended for employment to the chief adminis-' 
trator on the advice of the Learning Kevourees 
Unit head who will he involved in the supervi- 
sion f>f the new staff memlter. 

5. Prttfessitmal staff members should have de- 
grees and/or experience appropriate /o the 
po.vifion rnptirctncnts. 

professional training is appropriate to assign- 
ment in the Learning Resources Program. 
Additional graduate stinly or experience in a stih- 
jeet field should he rec<igni/.ed for all |M*rsoimel 
as appropriate to such a.svignments. 

Professional stall members are assigu(*d duties. 
They are aecounlahle (or the operational effec- 
tiv'eness ol the Lc'arniug RcMUirces Program as 
designated by the chiel administrator and heads 
of units. TIu’V may b<‘ supei visin \ a^.well as pro- 
fesvioiial txuisultanlv to the faculty and advisors to 
students. 
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6. ICi rry lirofrhHhmat ntaff iwmlftr /i«t faculty 

MtaluJt, f amity atui ohlitialumit. 

PniTcsxional •UlF iKMurfIts inclnile Jiuch preruRB- 
lives as tenure riglits. sick leave benefits, sablmti* 
cal lea%'es, Viicatiun benefit)». retirement and un- 
niiily benefits, provisions fur professional de* 
velopment. and etimpeiisatiun at the same level 
sNdijd) is in effect for teuehing faculty or for those 
at cnniparable levels of administration. When 
Learning Resources personnel work on a regular 
twelve>munth schedule, salary adjustments will 
be neecssary* to ctunpeiisiite fur additional service 
days. Where acaclemie ranks are recognized, such 
are assigned tu the prufcssioiial staff liasc*d on the 
same criteria as for other faculty, and are in* 
dependent uf internal assignments within the 
l>ra ruing Kesoiiri’es IVograin. 

There is the uhligation of faculty status to meet 
all faculty and professional recpiirements. ad- 
vanced study, research, prontotiun. committee 
assignuients. meiidiership in prolessional urgani* 
zaltons. sponsorships, publication in learned 
journals, etc., which the institution espects of 
faculty members. It is expected that prufessiunal 
staff will abide by the institutiunal pulicy/ 
priH’cdtires or contractual arrangements which 
could include such items as stuff evaluation, office 
hours, work assignments, and other defined work- 
ing relationships. 

7. Professional tlevehpmcnt is the responsibil- 
ity of both the institution and the profes- 
sional staff memiter. 

Personal membership and participation in pro- 
fessional activities is expected of all staff mem- 
bers. Further graduate study should Ik* encour- 
aged and rew*arded.^ Tlie institution is expected to 
encourage* and support professional development 
by providing among other benefits: etinsultnnts 
fur stuff development sessions; travel funds for 
regular attendance of some staff members und (K-- 
castonal attendance for every sliiif meinln'r at ap- 
propriate state or national meetings, workshops 
and seminars; and special arrangements for those 
stuff memlM'rs who serse us officers or committee 
members or participate on a state or national 
program. 

8. Tear/ifng ci.t-tigninenfs hy Ld'arninn Hesources 
staff mcmlM^rs are vtmsitletcd dual apitoinl- 
ments in ra/ci</ciring staff work Ittadt. 

When members of Learning Resources staff are 
assigiu*d regular teaching responsibilities in train- 
ing technicians or other classroom assignments, 
the hours scheduled in the Learning Resources 
Program arc* reduced hy an equivalent time to 
allow preparation and classrcx>m contact hours. 



9. SupiMtrt htaff )m*ui/)i*rv cire rvsponsihir for 
fi.eshfing thr profvwitmat staff in proi iding 
effrrtiie svn iers. 

Hc^spoiisiluhty for each level of support stall 
will In* d<*teriniiic*d hy the needs nf the institntiou 
ami the appropriate adiniuislrative slriietiire. The 
itiiinlK’r and kind of siip|)ort stiifl ncedc*d will he 
dcrtermim*d hy the size of the* c'ullege and the 
serrvices provicli>d. The c*dne<itional hackgroiind 
aiul c*xiH*ric*iice of such support staff simold he 
appropriate to the tasks assignc*d. 

In many instaiiees. graduates nf fiK>r'y<*ar dc*- 
grec* programs and two-year l(*eliiiieal programs 
will inc’ct the training rc*quirccl. in other cases. 
oiie-yf*ar programs may lx* siifficic*nt; nr skills 
may have lH*en lf*arm*d thmngh extensive* work 
expc*rii*nce in a related position. I1u* support stafl 
may he sii|K*rvisors as well as tcelmical assistants 
or Hides. 

lO. Simirut assist out s arc emptoyrd to supptc- 
lumt thr u ork of thr \uppnrtivr staff. 

Student assistants arc im|)ortant hc’caiise nf the 
variety of tasks thc*y can pcrlorni f*ffc*ctively. They 
encourage other students tn use the facilities and 
sersiccs, and they sense as significant means nf 
recruitment for supportive and professional posi- 
tions. 

They do not, however, replace provision of 
adequate full-time staff, nor can their work be 
matched on an hoiir-to-hoiir basis with that of 
regular full-time employment. 

B. Fcici/ffies 

1. /’/mining of new nr expanded facilities is ac- 
complished with the prtrfirqMfioii and con- 
currence of the chief cic/niinisfrcifor in all de- 
tails aud with wide' oivulvement of users and 
staff 

The chief administrator and staff work w*ith the 
architect and the administration in every decision 
and have prime n*sponsiliility in the functional 
planning the fac’ility. Kinploynient of a knowl- 
t*dgealile media spc*cialist or library building con- 
sultant results in a more fniictioiial and useful 
huilcliiig ciperalton and should he* given s<*rious 
'coiisitirralion. In the ease nf specialized facilities. 
s|H*t>al li*ehiiical consultants may Ih* rc*qiiirecl. As 
a residl of (SCNir design, fiinetiuns of many build- 
ings fail lieeaiise those persons who w ill lie work- 
ing in or using the liciilding have not been in- 
volved in planning. Staff, facailty*. stiidcot repre- 
sentatives. and others who will utilize the 
facilities should Ih* c'oiiMdtc*d. 

2. /ii the desitin of classUMnus and other co//egc* 
farilities where /.cciriiirig /fctoiirrrv ore to /m* 
used, Ijutrniuii Resources s fur inlists sluntid 
he consulted. 

The* effective use of an instructional syslf*m is 
dc*iH*iirlcfit upon the availaliility of a suitable en- 
vironment for the use of s|M*cific*d Learning Re- 
source* s. Frc*c|uently. architc*c*ts and other csdlege 
staff are not always aware* of all of the technical 
rec|oirements of scH'h an environment. 
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3. The fthyth a/ fariliUet devotvH to Learning 
nroourceM anfl Learning Rcnourcea Unita ara 
ftiannvH to proitde appropriate %pace to 
mvvt institutional and inotnictivnal ohjectiveo 
and should he sufficient to accommodate the 
present operation as well as reflect long- 
range planning to provide for anticipated 
expansion, educational mission and program 
and technological change. 

The location and extent of space provided for 
development. act|uisitiun. design, production, 
and use of learning resources is the responsibility 
of the chief administrator of Learning Resources, 
and should.be designed to implement explicit, 
welharticulated program specifications developed 
by the Learning Resources and instructional staff 
of the college. Such a program should include 
Hexiblc provi.sions for long-range development 
and phasing. The alteration, expansion, or con- 
solidation of facilities also should be guided by 
carefully delineati'd program objectives which are 
known and understood by La>arning Resources 
personnel, the instructional and administrative 
stuff of the college, and the Board of Trustees. 
Factors to be considered when developing 
facilities requirements from the program speci- 
fications include projections of the student en- 
rollment. the extent of community services, 
grosvtb in the varieti«*s of service, growth of ma- 
terials collections. snp|M>rt of varying modes of in- 
struction. staff needs, and the imisact of curricular 
development and technological advances. 

4. Facilities of Learning Resources (hii/jr should 
l>e hu'ittcd conicuicntly for use hy both stu- 
dents and instructional staff 
Flexibility is essential to meet advances in 
technology and changes in instructional require- 
ments. Service areas within the Learning Re- 
sources Unit are grouped to aid the user and tu 
permit the stall to perform duties effeetively and 
efficiently 

Learning Resources sersiecs for administration, 
acquisition, and cataloging should be cxmtralized 
for more efficient operation. Planning should pro- 
vide for convenient icK-ations of facilities for stor- 
ing and using equipment .md materials close to 
ibe learning sp.ues or central to student traffic 
flow ill which they are to be used. Where exist- 
ing fucilitics will not permit this arrangement, an 
effort should he made to reduce cninfiision and 
frustrution hy making clear to the user the 
specific hinclioii of each facility. 

Tile numiH'r rif users varies in all units from 
peak periods when crowded cxinditions make ser- 
vice difficult to times when few students are 
prc’sent. Physical arrangements should make con- 
tinued servic’c with loinimai stalf possible during 
cpiiet times and at the same time provide for 
augmented service at other |M-ricKls. 



Service's prnvidcMl are dc*|>endent upon staff, 
whose efficiency is in turn dependent upon 
edeoiiate office. wnrkriMini and storage S|m*c*. The 
priKluction facility should provide for consultation 
and demonstration spac*e. It should be equipped 
to penult the demonstrating and previewing of all 
components of an instructional system. A staff 
conferenev room, apart from the administrative 
head’s office, is desirable in all but the smallest 
institutions. 

3. The physical facilities provide a wide variety 
of learning and study situations. 

Students require various types of facilities for 
learning and study. Some require programmed 
learning equipment; others learn best by use of 
isolated individual study areas. In some circum- 
stances they need to study together as a group or 
relax in comfortable* lounge chairs. Proper ar- 
rangement and sufficient si^ace for utilization of 
instnietional equipment and materials should l>e 
provided for iiidividuali/c'd instruction, browsing, 
and media production. 

6. The physical facilities are attractive, coni- 
fortahle, and designed to encourage use hy 
students. 

Attractive and well-planned areas encourage 
student utilization. Air conditioning and comfort- 
able hc!ating. proper lighting, acoustical treat- 
ment, regular cii.stodial care, prompt maintenance 
of e<|uipmcnt, and rc'gnlar and systematic repair 
damages are nt*ces.sary. Attention to the needs 
of the hiimlictippcd must l>e met in accordance 
with legal requirements. 

7. .Spnir requirement s. physical arrangements, 
and construction provide for full utilization 
of sfU'ctalized eqiitpinrnr, 

S|H'eiali/ed facilities are necessary for cvrtain 
typos of equipment. h(.. ' •ample, computer .ser- 
viC'es, listening and viewing equipment, media 
production, ami nse of other types of electronic 
equipment reqniie special consideration in terms 
of electrical connections, caldes. conduits, lights, 
fire protection, security, and other factors which 
affect service, 

C. lustructional Fquipiiirnf 

1. .Vf'f'r.ssnn/ insirticiional I’t/iii/mirnf is ar<fi7- 
ahlr at the prnprr time atui place to meet in- 
Stiitilioual and instructional ohjcciiees. 

Centralized mntrol of inventors' and distribu- 
tion of all eqnipmi'nt is necessary. A thorough 
and cmitiiiiial evaluation is desirable to ensure 
that enough of the appropriate equipment is 
avuilahh*. 

2. Classroom ond Ijutrtting Ri'xmirrt'.t Program 
use of equipment is managed in the most ef- 
fect ire man nr r to minimize ii/fcra/iona/ nm- 
haps and insure effective utilizatum. 

Assistance from l.a‘aniiiig Kesourees staff is 
available as a regidar service when needetl and 
for the maintenaiiee of e<|iiipment. Except fur 
more (nnnplex e<|iiipnient, the instructor and stu- 
dent slundd bt* r<‘vpoiisihle for the opc'ration of 
the e(|iiipineiit. , 

3. Learning /irvoiirrr« apd instructional 
equipnieut ore selerted (spd purchased on the 
Itusis of siuiifie iTilrria. (.See Section 111.) 
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t>. Matfriah 

1. MateriaU are nithcleil. tU'jtffredt designed, 
nr itfttdtu vd on the of iutUtuiUmal and 
instructional objectivrs, decelofted by the 
faculty, students, and administration <n 
cootteration with Learning RcsourccM. 

A written stateim>nt regarding acqnisition and 
production of learning matorulsi hat siidran im- 
portant and pervasive efTeet upon the Inst rue- 
tiofiul program ami the serx'lces of the Learning 
Resoorces Program that all segments of the 
academic conimiihity should be involved in its 
development, 'fhe statement should be readily 
availahle in an ofBciul piihli(*ution. 

1. eurning Resources Programs provide, materials 
presenting all sides of cWtroversial issues. The 
|K>sition of the Amciican IJhraiy Association, and 
comparabit* associations, on the subject of ctfnsor- 
ship is firmly adhered to. 

2. Materials may hr orffifired and made avaih 
aide front a variety of sources. 

Ill ah cIVort to 'meet the needs of the instruc*- 
tioiial proces.s and cultural enrichment, it will lie 
nec«’.ssar> to ac<|iiire materials through: 

a. purchase of commercially available materials; 

b. lease or rental materials where purchase 
is neither possible or practical in terms of cost, 
utilization, or type: 

c. loan through free loan agencies: 

d. acquisition of materials as gifts; 

e. de.sigii and production of materials not 
readily available. 

3. Materials must he accessible tu outhorized 
individuals. 

Although there is no uniformly accepted sys- 
tem to make all rc.vnurc<;s avuilahic, the materials 
must be properly organized and the nece.vsary 
stair. faciliti(‘s, and hardware provided. Highly 
.sophisticated systeins fni retrieving, manipulating 
and di.splayiiig information might be nec*essary. 

4. Final ntanafiement decision as to the order 
in u'Aic7i materials are to he purchased or 
produced is the rrspunsihility of the chief 
administrator or dvlcfiated subordinate. 

Within the c.st;ihlished framework of the 
written statement on accpiisition and production, 
and the budgetary restraints, the final maiuige- 
nient decision and priority judgment must be the 
respousihility of the chief adminkstrutor and duly 
designated sul)ordinute.s. 

5. Rcprr.\riiifiiii'e ivtirks of /lig/i calilter which 
mi^ht arousr intellectual curiosity, coun- 
teract pantchiidism. help to develop critical 
thinkinff and cultural appreciation, or stimu- 
late use of the resources for continuinf* edu- 
cation and perron a/ development are In- 
cluded in the collection rern f/ioiigh they do 
not presently meet dinct curricular needs. 

One function of higher education is to develop 
adult citizens intelk>ctiially capable of taking their 
places ill a changing society. Provision of mate- 
riuls beyond curricular needs i.s essential for this 

govl. 



6. Materials reflect oges, cultural hack^round.s. 
intelleetual levels. dccelopmenta)_ nerds, and 
career totals represented in the student ln*dy. 

Two-year ciillegc students represent all strata 
of comnuiiiity and iiatioiul life. To meet their 
needs, the collection must esmiain materials of all 
kiiid.s and at all levels. Ttiose students who re- 
quire* basic rem<*dial materials, those who seek 
vtK'.itKmul and technical training or retraining, 
those who seek an imderstandiug of their ctdtiire. 
and thos<* who are ulili/ing their retirement years 
for personal stimulation should each find the ma- 
terials which can serve their interests and solve 
their pruhlcins. Special care is taken to include 
reprc^sciitutive materials related to the neerls of 
minorities as well as materials leHectihg diver- 
gent stK'iul. r<*ligi(Mis. or ixilitical viewpoints. 

7. A broad policy i.\ deieloprd concerning gi/i.% 
fo a Ijcarniuu l\csource.\ Frotiram. 

(k*ner:illy. gifts are aeeeptesi «>nly \vh«*n t!ie> 
add str<*ngth to the eolleetioii ,uid impose no sig- 
nificant limitations on housing, handling, or dis- 
position of duplicate, damaged,* or uiidesirahle 
items. It is rccxignized that gifts rretpionliy re- 
quire more time tu seicen, organi/e, catalog, and 
process than new materials. Storage space and 
staff time reqiitremenls must be eoiisidered in ac- 
cepting gift materials. In acknowledgment nf 
gifts, attention should tie called to government 
recognition of such conliihutions for tax purposes, 
as well as to the impropriety of any appraisal by 
the reeipient of a donation. 

8. Ill local reprndueffon of materials for In- 
structUuud use. rare is taken to comply with 
ropyrifiht renulations. 

Liws restrict the csipyiiig of many items with- 
out permission. ^•«-^*.*dures and guideline.s must 
be established regarding r<‘produetion of 
COpv righted materials and made easil) accessible. 

9. The reference collection includes a wide 
selection of significant subject and genera/ 
hihliofiraphies, authoritative lists, periodical 
indexes, and standard reference works in all 
fichb of knowledge. 

Every twiHyrar c-<illrge requires extensive hih- 
lingraphieat materials for use in loi.’ating and ver- 
ifying items for purchase, rental, or liorrowing. 
for providing /or subject needs of ii.sers, and for 
evaluating the collection, 

!0. Wii's/Hipers with carious peonraphicat . 
political, and social points of clew on na- 
tional and state issttes are represented in the 
collection. 

Newspapers should reflect community, na- 
tional. and worldwide points of \ iew. Back files of 
several newspapers are retained in print tir mi- 
croform. 

II*. CfOc^rnment doenmvnts arc required as 
significant sources of information. 

Some two-year colleges which are docitmt'nl 
depositories receive government puhlieatioils as a 
matter of c*otirse. All Learning Resoiirees Pro- 
grams should aispiire regularly such piitilicatiuns. 
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12. Fiha of pGfTiphhto and othev epkemeroi 
meteriab arc maintained. 

An on<9 up>(cM!a(e pamphlet file Is a 

strong recouroe In any college. Included ore voca- 
tional ond ephemeral materlalo developed 
through systematic acquisition of new materials, 
including subscriptions to pamphlet services and 
requests for free materials. References in the 
catalog to subjects contained in pamphlet files ore 
desirable in providing the fullest access to the 
materials. Periodic weeding of the collection is 
essential. 

Manufacturers' and publishers' catalogs and 
brochures which describe new materials and 
^uipment are need^ to supplement published 
lists and to provide up-to-date information. 

13. A collection of recorded and other tnete^ 
riale should be available for individual use as 
well as for meeting instructional needs. 

U. Po/icy or procedures for the conservation 
of materials, dcletUm, and weeding the col- 
lection of obsolete materials should be de- 
veloped as part of an ongoing procedure. 

The materials in the collection should be exam- 
ined regularly to eliminate obsolete items, un- 
necessary duplicates, and worn-out materials. 
Procedures regarding deletion need to be explicit 
for weeding and disposing of such materials. 
Prompt attention must be given to damaged ma- 
terials so that repairs and replacement (including 
rebinding of printed materials or replacement ^ 
portions of projected or recorded materials) are 
handled systematically, along with prompt action 
to replace important items, including those dis- 
covered to be missing. 

15. The Learning Resources Unit functions as 
an archive for historical information and 
documents concerning the college itself 

An pffort should be made to locate, organize, 
and house institutional archives to the extent de- 
fined b>' the administration. 

V. StK VICES 

A. Users of Learning Resources have the right to 

expect: 

1. That facilities, materials, and services are 
available and accessible to meet demon- 
strated instructional needs for their use re- 
gardless of location; 

2. That an atmosphere be provided which 
allows sensitive and responsive attention to 
their requirements; 

3. That pr^essional staff be reodily available (or 
interpretation of materials and services and 
for consultation on instructional develop- 
ment; 

4. That physical facilities be properly main- 
tained to make use comfortable and orderly; 

5. That requests for scheduling, circulation, 
distribution, and utilization of materiak and 
related eqtiipinent be handled expeditiously; 

6. That ac-qiiisitiim, production, and organiza- 
tion of materials meet educational, cultural. 
ar>d personal needs. 



7. If an Institution is conducting classes in off- 
campus locotions, careful planning and fund- 
ing must be provided to ensure that equal 
oervices are avaibble to those programs. 

VI. Intcraccncy Cooperative Actutties 

A. Cooperative arrangements for sharing of rr- 
sources are developed with other institutions 
and agencies in the community, region, state, 
and nation. 

To provide the best possible service to the stu- 
dents and faculty in the two-year college, close 
relationships with other local institutions and 
agencies and with institutions of higher education 
in the area are essential. Through consortia, 
media cooperatives, and loan arrangements, in- 
stitutions can share resources. The college may 
need to make arrangements so that its students 
may use the area facilities and resources. When 
an undue burden is piact'd on a neighboring in- 
stitution, financial subsidy may be appropriate. 

B. The institution is willing to consider porfirlpa- 
tion in cooperative projects, such as shared 
cataloging, computer use, and other servirvs 
which may be mutually beneficial to all partici- 
pants. 

By cooperative planning much expense and 
wasteful duplication can be avoided in the com- 
munity and region. Learning Resources personnel 
and institutional administrators need to be aleit 
to cooperative activities of all kinds and to be 
willing to explore the possibilities of participation 
for their own institution. 

C. Responsibility for the collection and prescrtvi- 

fion of community history and for the accumu- 
lation of other tocui statistical data 
shared with other institutions and is coordi- 
nated with them. qq 
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Quantitative Standards for 

Two’Year Learning Resources Programs* 



Foreword 

The following ftatement on quantitative 
ftandards for two>year college learning resources 
programs has been prepared by the Ad Hoc Sub> 
committee to Develop Quantitative Standards for 
the “Guidelines for Two-Year College Learning 
Resources Programs.” A draft of the statement 
appeared in the March 1979 issue of CoUegjB O 
Research Ubrnriet News. 

In June 1979 the Ad Hoc Subooromittee re- 
vised this draft. At the ALA Annual Meeting in 
June 1979. the ACRL Board voted to ratify the 
revised statement. “Statement on Quantitative 
Standards for Two-Year Learning Resources Prt^ 
grams'* is hereby published in its final form for 
the information of ACRL members. 

Introduction 

When the "Guidelines for Two-Year College 
Learning Resources Programs"* was completed in 
1972. it was planned that a supplementary state- 
ment of quantitative standards should be de- 
veloped. ‘This document is the intended supple- 
ment, designed to meet the recurring requests 
for suggested quantitative figures for help in 
planning and evaluating programs. No absolutes 
are presented here; too many variables must be 
considered for this to be possible. In addition, al- 
though extensive use has been made of existing 
statistics when these were appropriate, t no con- 
clusive research provides quantitative measure- 
ments of some factors. In such cases the profes- 
sional Judgment and extensive experience of the 
members of the committee have been the basis 
for the recommendations. 

*American Association of Community and 
junior Colleges — Association for Educational 
Communications and Technology— American Li- 
brary Association. "Cuid^nes for Tw^Year Col- 
lege Learning Resources Programs." Audiovitua! 
/nslmclion. XVI II, p. 59-^1 (Jan. 1973); College 
O Hteearch Ubrariee New$, XXXIII, p.30S-15 
(Dec. 1972). 

tFor example, extensive computer analysis wax 
made of the 1OT5 HECIS statistics, which had 
the only comprehensive coverage of audiovisual 
holdings. These statistics were analyzed by FTE, 
by tyMs of materials, and by other foctors. The 
quartiles developed have been used extensively 
by the committee. Stanley V. Smith, Library 
SlaliJiics of CoUegee and Untoerrities: Fall 1975 
InetUutional Data (U.S. Dept, of Health, Educa- 
tion and Wel&re, National Center for Education 
Statistki, 1977). 



Adherence to every single element In the 
Learning Resources Program (as defined in the 
"Guidelines") is not considered essential in this 
document. For exsunple. collection sice Is viewed 
as relating not to bcmk holdings alone or to au- 
diovisual holdings alone but rather to total biblio- 
graphical unit equivalents (as defined in section 
on collections). 

The significant variable accepted for most ele- 
ments is enrollment expressed as full-time equiv- 
alent (FTE) students. The tables reflect from 
under 1,000 FTE to the largest enrollments for a 
single Learning Resources Program. Should the 
tot^ enrollment be more than twice the FTE, 
collection, staff, and space requirements will ex- 
ceed the quantities in the tables. Levels of at- 
tainment of Learning Resources Programs will 
vary. Two levels are addressed in this document 
in each enrollment bracket: "minimal (indicated 
in the tables by M) and "good" (indicated by G). 

A program consistently below the M level for its 
size is probably not able to provide services 
needed. A program consistently above the upper, 
or G level, will usually be found to have the 
capability of providing outstanding services. 

It cannot be ex^ *< :ed that these quantitative 
standards will remain constant. To reflect changes 
in two-year colleges, results of additional re- 
search. new technological and professional de- 
velopments. experience in the use of this state- 
ment. and changes in the economic and educa- 
tional conditions in the nation, it is recommended 
that a review committee be appointed three years 
from the date of initial adoption and at three-year 
intervals thereafter. 

Staff 

StafT components are defined in the 
"Guidelines." The positions in table 1, which in- 
clude the director, arc full-time equivalents for 
staff working thirty-five to forty hours a week for 
twelve months a year, including vacations and 
holidays, in a Learning Resources Unit in which 
most processing occurs on campus. Staff in a cen- 
tral unit, such as a processing center for a multi- 
campus district, should be in proportion to the 
services rendered each campus. 

Staffing of branches, extension centers, com- 
mercial level production facilities, computer op- 
erations. printing services, extensive learning or 
developmental laboratories, bookstore operations, 
or on-the-air broadcasting are not included in the 
table. Most institutions will need to modify the 



♦Association of College and Research Libraries, 1979 
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table 1 

Staff 



FiiJl.Timr 

E(fiivi«knt 

Enrullmrnt 


U%«l 


ProCn- 
• iiMiol 


Support 


Under 1,000 


M 


2 


4 




C 


4 


6 


1.000-3.000 


M 


2.5 


5 




C 


4 


10 


3.000-5.000 


M 


3.5 


9 




C 


6 


18 


5.000-7,000 


M 


6 


15 




C 


8 


24 


Additional for 


M 


.5 


1 

3 


each 1,000 
FTE over 
7.000 


C 


1 



staffing pattern to include such fiictors as longer 
or shorter workweeks and annual contracts. 

Budget 

Budget fornnulas in a true sense are not possi* 
ble in two-year colleges because of wide variances 
In practice from institution to institution. For 
example, film rentals may be charged to de- 
partmental budgets, and staff fringe benefits may 
or may not be included in the budget for Learn- 
ing Resources Programs. In addition to these, 
various other services, such as learning or de- 
velopmental laboratories, which are definitely 
part of such programs, will not always be so 
charged in the institutional budgets. 

The formulas are further complicated where 
there are centralized services, satellite opera- 
tions. and continuing education responsibilities, 
so that an absolute formula is not possible with- 
out examining all elements of staff, materials, 
sers'ices, and the delineations listed in lUC of the 
“Ciiidelines** at each campus. 

Experience indicates, however, that a fully de- 
veloped Uarning Resources Program will usually 
re(|uire from 7 to 12 percent of the educational 
and general budget of the institution, whether 
these are separately identified as learning re- 
sources or diffused in a multiple number of 
accounts. 

Collection Size 

Size of the collection available on any two-year 
college campus is best expressed as "biblio- 
graphical unit erpiivalents. ’ Where a multicam- 
pus district maintains some materials centrally, 
these holdings should Ikj distributed for statistical 
purposes proportional to use by the various 
campuses. 

Bibliographical unit equivalents (BUE) consist 
of written, recorded, or other materials. Each 
item in the following three groups is one BUE. 

Wnrien Materiab 

1. One cataloged bound volume. 

2. One periodica) volume. 



3 . Qsix 

4. One reel of microfilm. 

5. One catalc^ed microfiche. 

6. Five uncataloged microfiche. 

7. Five microcards. 

8. One cataloged musical work. 

9. One periodical currently received. 

Recorded. Materials 

10. One videocassette or videotape reel. 

11. One reel of 16mni motion picture film. 

12. One cataloged 8mm loop film. 

13. One cataloged 35mm slide program. 

14. One cataloged set of transparencies. 

15. One cataloged slide set or filmstrip. 

16. Fifty cataloged 2x2 slides, not in sets. 

17. One cataloged sound recording (disc. reel, 
or c^ette). 

18. Five films rented or borrowed during an 
academic year. 

Other Materials 

19. One cataloged map. chart, art print, or 
photograph. 

20. One cataloged kit. 

21. One cataloged item of realia. model, or art 
object. 

22. Any other comparable cataloged item(s). 

Table 2 shows the total number of BUEs used 
to measure the collection. Normally, written ma- 
terials should constitute at least 70 percent of the 
BUEs. All other proportions of the totals may be 
adapted to the Learning Resources Program of 
the institution. Flexibility in determining the in- 
formational needs of the program then makes it 
possil)le to choose to purchase either a book or an 
audiovisual item, a ptti.. -f»val subscription, or any 
other materials. No two-year college should be 
without some BUEs in each of the five categories 
used in table 2. Technical institutes with ex- 
tremely specialized programs may reduce the 
total BUE requirements as much as 40 percent. 

Annual Accessions 

If the materials are to meet the instructional 
needs of the institution served, continued acquisi- 
tions accompanied hy continued weeding are 
needed even where holdings exceed recommen- 
dations. New materials are needed for presenta- 
tion of new information and new interpretations 
or the collection becomes dated and decreases in 
educational value. New courses added to the cur- 
riculum and new instructional programs require 
new materials to meet classroom and individual 
needs of students. As enrollment increases there 
is need for more duplication and for broader ap- 
proaches to topics already represented in the 
collection. 

Five percent of the collection size should he 
the minimum annual acquisition for each Learn- 
ing Resources Program. This percentage does not 
include replacements of lost or stolen items or 
materials to support new courses or curricula, 
which should be additional. 
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TABLE 2 



CoixscnoN Size 



FTE 

EaroUm«fa 


LnrvI 


Writto* Mtftrtab 
Prrtadkal Olhcf 

5uImcH|^ Wiatrn 

iiotu Matcrlali 


Rflcofdad 
Motion 
Ftetortt a 
VhloaUfm 


Othet 

lUtot^d 

Ualcft^ 


OlkOT 

Matvftela 


BUE 

CoUtettan 

SIw 

Tatak 


Under 


M 


200 


20.000 


15 


350 


50 


20,615 


1,000 


C 


300 


30.000 


125 


L.350 


350 


32,125 


1,000- 


M 


300 


30.000 


125 


1.350 


350 


32.125 


3.000 


C 


500 


50,000 


350 


3.200 


1.200 


55,250 


3.000- 


M 


500 


50,000 


350 


3.200 


1,200 


55,250 


5.000 


C 


700 


70.000 


700 


5.350 


2,350 


79.100 


5.000- 


M 


700 


70.000 


700 


5.350 


2,350 


79,100 


7.000 


C 


800 


85.000 


1.230 


8.500 


4,500 


100,100 


Additional 


M 


5 


6.000 


13 


10 


5 


6,133 


each 1.000 
FTE over 
7.000 


C 


30 


12.000 


ISO 


405 


306 


12.890 



TABLES 

Space REQUlllEME^m 



FuH-Timc Equivklpitl 
Enrullment 



Print MateriaJt 
and SrrvicCT 

Minimum Muimnm 



Minimum 



Audiov»»ual 
Materials and 
Sewien 



Related 

lnstn*ctioi\a] 



Total 

Asttxnai}lr 

Square 



1,667 


7.500 


9,250 


5,000 


6.750 


750 


15.000 


2,500 


9.503 


13.055 


5,000 


8,552 


950 


19,005 


5,000 


15.495 


21.693 


7.748 


13.946 


1.550 


30,900 


8.333 


23.000 


32,200 


11.500 


20,700 


2.300 


46.000 


10.834 


28.503 


39.904 


14,251 


25.652 


2,850 


57,005 


14,167 


35.488 


49»683 


17,744 


31,939 


3,549 


70,975 


16.667 


40,650 


56,910 


20,325 


36,585 


4,065 


81.000 




Space Requirements 


vaults. 


duplica* 


rooms, internal corridors, 



Space standards for two-year colleges have al- 
ready been developed by the Learning' Resources 
Assoc'iaton of California Community Colleges and 
should be utilized for permanent lacilities to be 
in use for ten or more years. Their FadliUet 
Cuidelines,t if adjusted to FTE by use of the 
formula provided, will serve as a satisfactory 
standard. 

Table 3 has been adapted from the FacUUiet 
Guidelines using absolute FTE to allow easy 
comparison when that publicaton is not available. 
The premises upon which the original was based 
deserve more attention than is possible in these 
standards. 

To be added to the total square feet in table 3 
is any additional space needed for related instruc- 
tional services for individualized instruction, such 
as learning bboratories. study skills center, lan- 
guage bboratories, etc. Also to be added are 
internal offices, ofBce service areas (file <rooms. 
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ence rooms and conference room services (kitch- 
enettes. sound equipment storage, etc.), internal 
classrooms and laboratories, and nonassignable 
space (janitor's closets, stairways, public cor- 
ridors, elevators, toilets, and building utility and 
operational facilities). 

Equipment for Distribution 

There is need for sufficient equipment for dis- 
tribution to classrooms beyond equipment neces- 
sary for individual utilization of audiovisuals in 
the learning centers. Recommendations are lim- 
ited to major types of equipment. Opaque pro- 
jectors should be available even in minimal pro- 
grams; quantity will depend upon utilization. 
Overhead projectors should be available in all 
classrooms. Recommendations in table 4 are for 
classroom equipment distribution only and as- 
sume a replamment schedub not longer than five 
years. 

Quantitative formulas for some equipment are 
inherent in use. In a bboratory situation, type 
and quantity of equipment will depend upon 
what the course or program is. Permanent sound 
and projection equipment will be installed in 
large lecture halls. All classrooms will have per- 
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TABLE 4 

EQl;lPME^^r for Distribution 



Vtr* Vr«r 


I6mm 

tVoJoctor 


S»torf Smin 
Fr.gector 


Vidn> 

cittBcUr 

Player 


Slide 

Projet'tur 


Aiidkv 

casHte 

Player 


Record 

Player 


1-100 


2-9 


2-9 


2-9 


2-24 


2-49 


2-9 


101-1,000 


10-24 


10-24 


10-24 


25-49 


50-99 


10-24 


1 ,001-0,000 


25-44 


15-19 


25-32 


50-64 


100-174 


25-35 


3,001-0,000 


45-49 


20-24 


33-49 


65-99 


175-249 


36-49 


5.0004- 


50+ 


25+ 


50+ 


100+ 


250+ 


50+ 



manenlly installed projection screens and room- 
darkening drapes or shades and will have connec- 
tions and outlets for clused-circiiit television 
where it exists 

In determining the number of pieces of 
equipment, a reasonable distrihntioii of demand 
is assumed, i.e., that all use will not be concen- 
trated on a peak period of either the days or the 
academic year. Random access or broadcast de- 
livery systems will also affect the needs for 
equipment. 

PRODl'r.TION 

All Learning Resources Programs should pro- 
vide some production capability according to the 
needs and requirements of the curricula, the 
availability of commercial materials, and the 
capability of the delivery system. Production, ex- 
cept where part of an instructional program or 
meeting a specific institutional need, is not an 
end in itself Neither is it related to institutional 
size. 

Basic production capability for all campuses 
consists of minimal equip::;, nt items for: 

Still photography (1 .'}5mm camera and ar- 
rangement^ for developing film elsewhere). 

Ability to make and duplicate sound record- 
ings. 



Sign production. 

Graphics layout and lettering. 

Laminating and dry-mounting. 

Ability to make overhead transparencies. 

Simple illustrations. 

Videoplaying and duplication. 

One camera videotaping and videodubbing. 

Intermediate production capability consists of 
all elements above and in addition equipment 
items for: 

Photographic black-and-white printing and pro- 
cessing. 

Ability to edit sound recordings. 

Two-camera video production,. 

Advanced production when justified consists of 
all above and in addition equipment items for: 

Simple studio videoproduction in color. 

Simple studio for sound recording and editing. 

Optional production (justifiable only when 
needed for programs for cooperative distribution 
or highly sophisticated institutional needs) in 
addition consists of 

Color television du^. production, and 

editing, 

16inm motion picture directing, production, 
and editing. 

Color photographic developing and processing. 
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Glossary 



Average Weekly Student Contact Hours (WSCH : the average number of class hours 

(50 min. periods) per week during which students are assembled 
for instruction summed across all classes taught. 

Closed-Circuit Television (CCTV) : a limited television system in which 
programs are not broadcast over air but sent to receivers 
via coaxial c^e. 

Computer-Aided Instruction (CAI) : a means of individualizing instruction 

through the use of a computer to provide the student with 
interactive experiences. 

Computer-Managed Instruction (CMI) : the use of a computer to keep track 

of individual student progress and even to prescribe student 
learning activities based on the diagnosis of achievement or 
ability level via constantly updated input. 

CRT (computer display) : "cathode ray tube "-the visual display of computer 

input and output on a TV-type screen . ither than on hardcopy 
(q.v.). 

Fulltime Equivalence (FTE): the number of fulltiine students plus a num- 

ber of theoretical fulltime student enrollments/loads computed 
by summing the fractional enrollments/loads of all parttime 
students. 

Hardcopy (computer terminal ): the visual display of computer input and 
output on paper. 

Hardware : any machine or collection thereof which is required for the 

display/use of software (q.v.). 

Instructional Development : the systematic process of designing and pro- 

ducing teaching/learning materials, presentations, courses or 
programs . 

Instructional Support Service : a non-classroom activity which is designed 

to assist teachers and/or students by providing either pro- 
ducts or services. 

Learning Material Unit (LMU) : a self-contained body of information, the 

parameters of which vary according to the type of material 
considered. 

Learning Resources : any material, service or person which can be employed 

in the teaching/learning process. 

Learning Resources Center (LRC) : the gathered collection of learning re- 

sources under one administrative, and normally one physical, 
structure. 







Learning Re source s Pr ogram : the functional interrelation of learning re- 

sources admimstered to maximally enhance the teaching/learn- 
ing process. 

Re-Entry (program) : a program f counseling and/or special classes to 

enhance the academic success of individuals returning to the 
formal educational system after having been out of school for 
several years. 

Remote (computer terminal) : a computer input/output station located at 

some distance from the actual computer. 

Reprographic : relating to the reproduction of graphic materials by xero- 

graphic, mimeographi c , or lithographic techniques. 
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